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Note: 


■ The Review Team shall at least consist of the original developer, and the reviewer. Other parties 
within the same department or from other departments can be invited, if deemed necessary. Should 
the original developer and/or the reviewer of this document is no longer in existence, the approver 
shall appoint a nominee to him and/or them. 

■ By default, the review interval shall be minimum once every 5 years starting from the issuance date, 
unless specifically advised otherwise. The procedure developer is responsible to indicate the Next 
Review Date during the first establishment of this procedure on this page. 

■ After each review, this page shall be filled up with review information. If procedure revising is 
required from this review, normal procedure revision cycle shall be followed as per SKIMS/SYS- 
PD-002 Document Control Procedure (Clause 4.5). 

■ This review exercise shall be approved by the original approver of this document, or any authorized 
higher level from the same department (or division, should the General Manager approval required). 

- The old procedure review information page shall be superseded by a new one using the same 
format, and to be kept as obsolete record 
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1.0 PURPOSE 

The purpose of this procedure is to develop a system that will define the various 
protocols to be followed for the Procurement and Inventory control of Consumables 
used for Finished products Packaging complying all safety and environmental 
requirements. 

2.0 SCOPE 

The procedure applies to the Procurement of packaging consumables but limited to 
the creation of Purchase request in the SAP System and the inventory control aspects 
of these materials 

3.0 EXPECTED RESULTS 

Consumable Materials will be properly accounted and consumed at the packaging area 

4.0 PROCESS DESCRIPTION 

Protocols to be followed during Procurement & Inventory control activities are 
4.1. Procurement activities. 

4.1.1 Plan the material requirement based on the Annual production plan 

4.1.2 From the Annual plan, derive the annual consumable material 
requirement, using the specific consumption 

4.1.3 Calculate Quarter wise, month wise material requirement plan and fine 
tune it with the Monthly Production plan 

4.1.4 Also, Calculate the next month consumable requirement from the 
confirmed Production pan and reconcile with the already calculated 
requirement plan 

4.1.5 Based on the annual consumable material, raise PR in SAP system and 
clearly indicate the items wise quantity required and the time when it is 
required. 

4.1.6 Fine tune this on a regular basis with the calculated monthly consumable 
requirement 

4.1.7 MA shall coordinate with SMO, in case of any changes in PR and with the 
vendor in case of any change in the date or quantity 

4.1.8 Based on the PR raised, SMO shall process it as per their procedure with 
the agreed SMO LT 

4.1.9 SMO will send RFQ from various vendor registered with them and select 
the best quotation, renegotiate if required with the vendors 

4.1.10 SMO shall then raise PO to the selected vendor, at the price agreed and 
for the items and quantities mentioned as per PR and the schedule there 
on it 

4.1.11 MA shall follow up with SMO for PO release and with SMO I vendor for 
delivery of materials 

4.1.12 MA shall open a file for each PO and start filing all document and 
correspondence related to that PO in that file for easy tracking 

4.1.13 MA shall follow up with the vendor if the materials have not reached on 
the schedule dates 

4.1.14 Once the truck reaches the SK gate, MA advise to bring the trucks to the 
unloading area and unload the materials 

4.1.15 MA shall record the timely delivery or delays for that PO by that vendor 
in the vendor appraisal data and post the GR timely 
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4.2. Inventory Control Activities 

4.2.1 Develop specification for the new product, or if it is not available 

4.2.2 Create the material in SAP and ensure that it has a code for ordering 

4.2.3 In SAP, define the limits (After getting PH OP managers approval): Min 
stock, ROL, ROO, SMO Lead Time, Vendor Lead Time, Location, capacity, 
Unit of measure; 

4.2.4 Get samples for trial, conduct trial and report 

4.2.5 Get the required approval and send the details to SMO, provided the tri 
al i s OK 

4.2.6 Vendor to get register with SMO 

4.2.7 PH Op request SMO for bulk trials 

4.2.8 PH Op receives the samples, conduct trials and report the finding 

4.2.9 SMO Confirms that the vendor is registered, if the sample s & trials are 
satisfactory 

4.2.10 Material is now ready for regular ordering. 

4.2.11 In case of stock out, due to increase in SMO LT or Vendor LT or as a result 
of quality reject of material during use, the same shall be recorded in the 
vendor data, which shall be later used during Vendor evaluation 

4.2.12 In ca se, if these limits were required to be changed, then the prior 
approval is Required. 

4.2.13 In case of any change in the safety stock, the same has to be approved 
by PH OP Manager and by GM, before it is changed in SAP, as it has the 
direct implications on the stock. 

4.2.14 In case of any change other than the safety stock, all other limits change 
needs to be approved by PH OP Manager before it is changed in SAP 

4.3. Vendor Evaluation: 

4.3.1 SMO shall do the initial evaluation while registering 

4.3.2 MA shall do continuous evaluation of each vendor and give the feed back 
to SMO 

4.3.3 At the year end, MA shall do the overall annual evaluation for each vendor 
based on their performance (like timely supply, quality, cooperation, 
without damages or shortages etc from the appraisal data accumulated 
over the period of time) 

4.3.4 MA shall prepare the report and get it signed by the PH OP manager and 
send the same to SMO on yearly basis or as and when required 

4.3.5 In case of quality problem, MA shall send a warning to the vendor and 
inform SMO 

4.3.6 MA shall maintain the details of quality problem, shortages, untimely 
supplies, no cooperation by vendor etc for every supplies to keep the 
track 

4.3.7 In case the vendor quality was found very bad consistently over the 
period of time, MA shall take up the matter with PH Op Manager and shall 
request SMO to black list the vendor 

4.3.8 SMO cannot approach such black listed vendor for one or more years 
after which they have to reregister and get themselves re qualified 

4.3.9 MA shall maintain the list of black listed vendor along with the date black 
listed and shall inform SMO accordingly 
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5.0 DRAWINGS 

PH OPERATION FLOW CHART (LOADING & SHIPPING): Shown below: 
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6.0 LINKS TO THE SYSTEM: 

Saudi Kayan SHEM 08 

7.0 ACCOUNTABLE POSITIONS AND SPECIFIC RESPONSIBILITES 


S/N 

ACTIVITY 

RESPONSIBILITY 

7.1 

Raise PR 

MA/ PH SP 

7.2 

Delivery schedule 

MA/ MdR 

7.3 

Receipt of Truck and RFID tag 

CS / Operator (MDR) 

7.4 

Inspection and unloading completion 

Inventory controller / 
Shipping Supervisor 

7.5 

Document posting (GR) 

MA 

7.6 

Release Truck / Container 

Inventory Controller/ 
Shipping Supervisor (MDR) 

7.7 

Store the accepted goods as per PHLMS 

Inventory Controller/ 
Shipping Supervisor (MDR) 


8.0 SYSTEM DOCUMENTATION AND RECORDS 


S/N 

Form/Doc. Code 

Form / Records 

Responsibility 

Retention 

period 

8.1 

SKIMS/PHLD/FORM- 

010 

Daily 

Consumable 
Inventory Report 

IC 

1 year 

8.2 

SKIMS/PHLD/FORM- 

016 

Consumable 
Receipt Report 


1 year 

8.3 

SKIMS/PHLD/FORM- 

036 

Purchase Request 

SAP system 

1 year 

8.4 

SKIMS/PHLD/FORM- 

037 

Goods Receipt 

SAP / PHLM 
system 

1 year 

8.5 

SKIMS/PHLD/FORM- 

038 

Delivery Note 
and COA 

IC 

1 year 

8.6 

SKIMS/PHLD/FORM- 

039 

Annual 

Requirement Plan 

MA 

1 year 

8.7 

SKIMS/PHLD/FORM- 

040 

Consumable 
Rejection Plan 

IC/ MA 

3 year 


9.0 VERIFICATION PROCESS 

The receipt document reported by the Inventory controller will be verified by 
randomly by SK Material Auditor, who shall verify the PHLMS and SAP records and if 
required randomly cross verify at location and confirm the same 

10.0 FEEDBACK MECHANISM 


Inventory control Person will perform the cycle counting and verify the number of 
pallet in each location . If there are any variance the PHLMS system will ask for second 
or their count and correct the stock, if required 
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11.0 GLOSSARY. ABBREVIATIONS. FORMULAE AND DEFINITIONS 


Terminology - meaning. 


3PLC 

THIRD PARTY LOGISTIC CONTRACTOR 

PSP 

PH PACKAGING SPECIALIST 

RA 

PH RECEIVING AUDITOR 

MA 

MATERIAL AUDITOR 

SK 

SAUDI KAYAN 

CS 

CONTRACTOR SUPERVISOR 

SAP 

INTEGRATED ERP SOFTWARE 

CC 

PH CONTRACT COODINATOR 

SSP 

PH SHIPPING SPECIALIST 

LA 

PH LOADING AUDITOR 

FL OPTR 

FORK LIFT OPERATOR 

SS 

SHIFT SUPERVISOR 

SK UNITS 

SAUDI KAYAN OPERATION UNITS Viz. PP UNIT, LDPE UNIT, 
PC UNIT Etc. 

PHLMS 

PRODUCT HANDLING & LOGISTIC MANAGEMENT SYSTEM 

DCS 

DISTRIBUTED CONTROL SYSTEM 

LT 

LEAD TIME 

SCH 

SCHEULE 

PR 

PURCHASE REQUEST 

PO 

PURCHASE ORDER 

GR 

GOODS RECEIPT 

IC 

INVENTORY CONTROLLER 

SMO 

SUPPLY MANAGEMENT ORGANIZATION 




12.0 REFERENCES 

12.1 ISO 14001.2004 standard clause 

12.2 ISO 9001.2008 standard clause 

12.3 OHSAS 18001:2007 standard clause 

12.4 Saudi Kayan SHEM 08, 13 

12.5 SK/PHD/PR/001 General Procedure for Product Handling dept 

12.6 SK/PHD/PR/018 PH Consumable Handling Procedure 

12.7 SK/PHD/PR/019 PH Hazardous & Waste Materials Handling Procedure 

12.8 Procedures and Work instruction (which will be developed by PH Con) 

12.9 PHLMS Instruction Manuals 
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13.0 APPENDICES 


S/N 

Form/Doc. Code 

Form / Records 

Appendix # 

13.1 

SKIMS/PH LD/FORM- 
010 

Daily Consumable 
Inventory Report 

Appendix 1 

13.2 

SKIMS/PH LD/FORM- 
016 

Consumable Receipt Report 

Appendix 2 

13.3 

SKIMS/PH LD/FORM- 
036 

Purchase Request 

Appendix 3 

13.4 

SKIMS/PH LD/FORM- 
037 

Goods Receipt 

Appendix 4 

13.5 

SKIMS/PH LD/FORM- 
038 

Delivery Note and COA 

Appendix 5 

7.6 

SKIMS/PH LD/FORM- 
039 

Annual Requirement Plan 

Appendix 6 

13.7 

SKIMS/PH LD/FORM- 
040 

Consumable Rejection Plan 

Appendix 7 




















